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manual or partly computerized system, a form may serve as the official record itself, in which case its useful life will be indefinite, lasting as long as the property exists or until a new system is implemented. In manual or partly computerized systems, data-collection forms also serve as repositories of information about events and transactions and about administrative processes and decisions. In assessment, for example, manual data-collection forms, which are commonly known as property-record cards, also would contain information about sales, building permits, and assessment appeals and would document appraisal calculations and value conclusions (see Exhibit 5.1).
Data-collection forms also serve such purposes as facilitating the collection of property-characteristics data in the field, the conversion of such data into computer-readable form, and the making of those appraisal calculations done by hand.
Where the land-data registers are computerized, the design of a data-collection form is not likely to matter to any agency other than the one that collects and enters the data. Other users normally would want the data only in machine-readable form. However, where the shared data files are manual, the design of the forms will need to be a compromise among the needs of the several users.
In the design of forms for computerized systems, roughly equal consideration should be given to facilitating field operations and data entry; it is not necessary to provide for manual calculations or to be concerned about the format of reports, since the computer can reformat the data in any convenient way. However, consideration should be given to using cadastral record reports such as an appraiser's worksheet as a turnaround document for updating an existing record (Exhibit 5.2). If the system is a manual one, the compromise should consider ease of collection, ease of calculation, and ease of reading.
Other format and design issues include the size of the form, the weight of paper, and whether the form should be a single sheet, an envelope, or a folder (the latter two types being considered in manual systems in which supplementary documents may be part of a record). It is generally desirable to employ several specialized property-record forms rather than one all-purpose form. For example, an assessor might want separate forms for single-family dwellings, income-producing properties, industrial properties, agricultural properties, and so on. However, the forms should all have a similar format.
Data-collection forms should be designed to encourage accurate, complete, and consistent data. These objectives can be achieved by having variable labels that are clear, including variable numbers with each variable; having coding categories that are labeled, are exhaustive, and are mutually exclusive; providing sufficient space for recording numerical data; requiring a positive response for all variables, so that a blank means that the variable was overlooked and not that the property does not have the characteristic; and maximizing the use of checks or circles to ease and speed the recording of data.t position. This would indicate that trade was carried on as a secondary land use.
